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All you ever wanted to know about UI 


As an employer, you have a stake in how the 
Unemployment Insurance (UI) program works. 

The more you know about the program, the better 
you will be able to take advantage of the services it 
can offer you. 

As an employer you know your UI premiums are 
part of an economic safety net for individual 
workers, communities, and the overall economy. 

Unemployed workers are paid benefits from the 
UI Account to which you and your employees have 
contributed. These funds are then recycled in the 
community. This ensures a level of economic stability 
in a time of higher than normal unemployment rates. 

Employer and employee premiums finance 80 per 
cent of the cost of the UI program. The rest is paid 
by the federal government from tax dollars. 

The Canada Employment and Immigration Com- 
mission (CEIC) is responsible for the administration 
of the UI program. The Commission consists of four 
Commissioners, one of whom represent employers 
and one of whom represents workers. 

The other two are Employment and Immigration 
Canada’s deputy minister who is the Chairman and 
represents the federal government as well as EIC’s 
associate deputy minister who is the Vice-Chairman 
of the Commission. This structure ensures that the 
concerns and interests of all contributors are reflected 
in the administration and financing of the program. 

If you have a question or a problem, you may call, 
in addition to CEIC’s local and regional offices, the 
Commissioner for Employers, who will be pleased 
to assist you. Please call (819) 994-6115 or 
(819) 994-6202. 
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Where your premiums go 


The full cost of regular, and UI-funded training and job 
creation benefits in the initial benefit period and the 
labour force extended phase of a claim are paid from 
employer/employee premiums. Premiums also pay the 
total cost of UI work sharing benefits. 

Premiums pay for the cost of administering the UI pro- 
gram and for the national employment service. The cost 
of all illness, maternity and adoption benefits and the 
benefit paid at age 65 are also covered by the premiums. 

The government pays for all fishing benefits and the 
full cost of the regionally extended phase of all claims 
for regular, training and job creation benefits. 


You can reduce your premium rate 


Most employers pay 1.4 x the employee premium. In 
1988 the basic employee premium is $2.35 per $100 weekly 
insurable earnings — these rates can change annually. 

Some employers pay a reduced rate because their 
employees are registered in a qualified wage-loss plan, 
which provides income when the employee is ill or 
disabled. 

Their employees must also share in the savings - how 
is up to you, the employer. For example, some employers 
offer their employees a plan which has extra holidays or 
dental coverage. 

Since wage-loss plans pay employees benefits when 
they’re off work, they may not have to collect UI benefits, 
or if they do, it will be for a shorter period of time. 
Because UI expects to pay out less, it can reduce your 
UI premium rates. 

Plans must meet specifications laid out under the UI 
Act and Regulations. The booklet, Employer Guide - 
Unemployment Insurance premium reduction, available 
from CECs has more indepth information about register- 
ing wage-loss plans with the Canada Employment and 
Immigration Commission. 

More than 34,000 employers have reduced their UI 
premium rate this way. The employees of registered 
employers total 60 per cent of the Canadian labour force. 
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Record of Employment 


The Record of Employment (ROE) is the most impor- 
tant single document in the UI program. 

Everyone applying for UI benefits needs an ROE to 
show they have worked in insurable employment. 


How UI uses the ROE 


Ul uses this form to determine: 
1. If a person is eligible for benefits; 
2. What the benefit amount should be; 


3. For how long the person may qualify for the 
benefits. 


Since the information in an ROE is so vital to the per- 
son applying for benefits, you, the employer, must by 
law issue an ROE to every employee working in insurable 
employment who has an interruption of earnings. This 
must be done within five calendar days of learning that 
an interruption of earnings has taken place. 


What is an interruption of earnings? 


@ An employee is without work and without pay 
from that work for seven or more consecutive 
days. 
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M@ Anemployee ceases to work and his/her earnings 
fall below 60 per cent of his/her normal weekly 
insurable earnings because of illness, injury, 
quarantine, pregnancy or as a result of an 
adoption action. 
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Correct ROEs keep the system honest 


When you complete the ROE correctly and on time, you 
help us pay the right amount of UI benefits. 

You also help us detect fraud and abuse of the UI pro- 
gram. Remember, each ROE has a potential value of up 
to $16,950 in 1988. So ROEs should be kept in a safe 
place. 

After completing the ROE, be sure to give or send the 
first two copies to the employee and mail the third copy 
to us in the envelope provided. Information on this third 
copy is matched against UI claims to detect over 
$70 million in overpayments of UI benefits every year. 

Because it’s such an important document, the 
Commission controls the distribution of ROEs. 

When you order them from your CEC, the serial 
numbers of those issued to you are recorded against your 
Revenue Canada Taxation employer account number(s). 
If any are lost, misplaced or stolen you must report this 
immediately to your local CEC. 
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Guide and training available for 
completing the Record of Employment 


We have prepared a detailed guide on how to complete 
the ROE. If you don’t have one, call your local CEC. 
They’ll be glad to send you one and answer any 
questions you may have. 

Besides the guide, we offer training, through formal 
seminars or personal visits, to help your staff complete 
ROEs correctly. In addition, we have ROE specialists in 
regional offices and some of our CECs to answer your 
questions. 

Many offices provide quick access to these specialists 
through toll-free or collect-call service. Your nearest CEC 
can tell you how to use this service and has more 
information on solving your ROE problems. 


The Report on Hirings programs 


The Report on Hirings (ROH) programs have proved ef- 
fective in detecting errors and abuse of the UI system. 
The prime objective of these programs is the early detec- 
tion of unreported earnings by claimants while collecting 
UI benefits. 

More than 72,000 employers now participate in these 
programs. Participation is voluntary and you may utilize 
one of three reporting methods best-suited to your payroll 
operation. 


Methods of reporting new employees 


You may report via the Manual or Automated ROH pro- 
grams, or through the Automated Earnings Report 
System. 

With ROH, the Commission can quickly compare the 
SINs of new employees with the claimant file and find 
claimants who have not reported that they’ve started to 
work or earned money. This helps detect overpayments 
and protects the premiums you and your employees pay. 


Tell your new employees about ROH 


Since their introduction in 1981, the ROH programs have 
detected more than $25 million a year in benefit 
Overpayments. 

To prevent abuse, the Commission asks participating 
employers to tell each newly-hired or re-hired employee 
about the ROH programs. The Commission can supply 
employers with a brochure called When you get a new 
job and a poster explaining ROH, which you may wish 
to display in personnel offices or on employee bulletin 
boards. 

For more information on the ROH programs, ask your 
local CEC for our brochure, Tell UI who you’ve hired. 


in Canada SINs are mandatory 


You probably already know that the law requires every 
employee to have a social Insurance Number (SIN). 

Basically, it’s a government account number used by 
a variety of federal programs. But it also makes sure that 
jobs are filled first by Canadian citizens or permanent 
residents. 

As an employer, you should ask job candidates to pro- 
vide their SIN. They must have SINs before beginning 
work. If they don’t, ask your nearest CEC to help them 
apply for their SINs. 

Some people who are neither citizens nor permanent 
residents may also have SINs. Their numbers begin with 
the digit 9. To work in Canada, a person with a SIN card 
starting with the digit 9 must have a temporary work per- 
mit valid for a specific employer. That person cannot 
legally work for anyone else. 


Special services for employers 


CECs in some 480 locations across the country offer a 
wide range of services to employers and employees. Some 
of the services of particular interest to you are described 
in this brochure. 

CEC employment counsellors can assess your employ- 
ment needs and advise you about other services such as 
recruitment and selection, training, mobility, consultative 
services, Or employment incentive programs. 

CECs specialize in high volume recruiting at the local, 
regional and national level. Last year they referred more 
than three million workers to employment opportunities. 
They also serve agricultural communities, including deal- 
ing with farmers’ requests for seasonal agricultural 
workers. 

CECs as well as regional Commission offices, provide 
services that can save you money, ease recruitment pro- 
blems, and assist your business in times of growth or ad- 
justment. Our services should be of special interest to the 
Owners and managers of small businesses. 

For instance, the small business initiatives service pro- 
vides consultation, referral services and develops and gives 
local employer seminars. 


Human Resource Planning - a profitable idea 


It pays to plan your human resources. By reviewing your 
current workforce and projecting staff requirements in 
relation to your overall production and business goals, 
you can avoid skill shortages and have a trained staff on 
hand to meet your needs. You’ll increase productivity, 
improve employee morale, and gain better control of your 
business operations. 
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Using the Industrial Adjustment Service 


The Industrial Adjustment Service (IAS) is a time-proven 
program which can help your business in successful 
human resource planning. IAS consultants encourage 
employers and their employees to work together to find 
solutions to problems of industrial or economic change. 

The focus of IAS is on private sector solutions, but 
IAS consultants are well-placed to advise on government 
programs which may be helpful. An increasingly large 
number of employers use this service to help solve their 
problems. 


Work sharing - Keeping people working 


During work shortages, when employers must let people 
go, work sharing can help employers avoid temporary 
layoffs. 

Under the federal government’s work sharing program, 
employees work a reduced work week. During their days 
on the job, they are paid their regular salary. During the 
time off work, they receive UI benefits. 

Work sharing allows a business to keep its labour force 
intact while it plans for recovery. 


Canadian Jobs Strategy 


The Canadian Jobs Strategy (CJS) meets the needs of 
employers and workers by providing long-term solutions 
to specific labour market problems. It assists those most 
in need by providing them with the opportunities to find 
permanent jobs. 
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CJS’s six initiatives to create training and employment 
are: 


H Job Development which offers on-and-off the job 
training and work experience to the long-term 
unemployed; 


@ Job Entry which assists young people who have 
left school and women who wish to re-enter the 
labour market; 


= Community Futures which provides support for 
small business development entrepreneurship, 
training and relocation to help individuals in those 
communities most in need outside metropolitan 
areas; 


H@ Innovations which tests innovative solutions to 
labour market problems; 


@ Skill Investment helps workers avoid layoff or 
job displacement due to technological or market 
change; 


@ Skill Shortages which gives financial assistance 
to employers who need help in training workers 
In occupations where there are insufficient skill- 
ed workers. 


ee 


Employment Equity 


Employment Equity eliminates policies and practices 
resulting in employment barriers. 

Because it focuses on results, it enables employers to 
tap a labour force they may have ignored in the past - 
women, Native people, visible minorities and the disabled. 

Under two new federal programs, the Legislated 
Employment Equity Program and the Federal Contrac- 
tors Program, employers are required to plan, implement 
and achieve employment equity. 
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The first of these applies to Crown Corporations and 
to federally-regulated employers with 100 or more 
employees. Such employers are required to submit an- 
nual reports which show the representation of the four 
designated groups in specific salary ranges, occupational 
groups, hirings, promotions and terminations. 

The Federal Contractor Program requires that federal 
government suppliers of goods and services with 100 or 
more employees biding on government contracts worth 
$200 000 or more, commit themselves to implement 
employment equity as a condition of their bid. 

CECs can direct you to officials who will help you to 
develop employment equity programs for your company. 
The booklet, Employment Equity: A Guide for 
Employers, is available from your CEC. 

You should also note that the employment equity con- 
cept is incorporated in every CJS program. 

Some employees may not immediately have all the 
necessary skills to be a fully productive worker. In such 
cases, you should inquire if federal financial assistance 
is available to subsidize their wages. Funds are also 
available to employers who require special or structural 
renovations to the work place to hire disabled persons. 
Your CEC can provide you with the details. 


Local Advisory Councils 


Local Advisory Councils (160 nationally) were organiz- 
ed to bring together representatives of local business, 
labour, government, special interest groups and target 
groups and educational institutions. 

The councils can look at local labour market problems, 
recommend solutions such as more effective use of 
government programs, discuss labour market issues, 
obtain feedback on CEC services provided to the com- 
munity, share information on employment initiatives and 
influence the mix and delivery of the programs within the 
Canadian Jobs Strategy. 


13 


Unemployment Insurance Benefits 


Who can get Ul 


Most Canadian workers are in jobs covered by UI but 
not everybody can get UI. Certain conditions must be 
met. 

To claim UI benefits, a worker must: 


@ have worked in insurable employment. That is, 
earned at least $113 a week in 1988 or worked at 
least 15 hours in one week. 


@ be without work and without pay for seven con- 
secutive days. This is called an interruption of 
earnings. 


To qualify for regular UI benefits, a worker must 
have: 


es 


@ an interruption of earnings 


M the required number of weeks of insurable 
employment 


@ a Record of Employment 


@ a Social Insurance Number 
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How benefits are calculated 


UI pays qualified claimants 60 per cent of their average 
insured weekly salary up to a maximum benefit of $339 
a week for 1988. This maximum figure is adjusted each 
year. 


14 


How long are they paid 


A claim for regular benefits can be divided into three 
separate parts or phases. 

The first phase or part of a claim is called the initial 
benefit period. The next two phases or parts of the claim 
are called the /abour force extended phase and the 
regionally extended phase. These two extended phases are 
just that. They extend, if certain conditions are met, a 
claimant’s entitlement to UI benefits beyond the initial 
benefit period. 

There are two things that determine how many weeks 
of UI is paid to each claimant on regular benefits. 


@ the number of weeks of insurable employment in 
the qualifying period. This determines how many 
weeks of benefits are paid in the initial benefit 
period and the labour force extended phase. 


@ the unemployment rate in the region. This deter- 
mines how many weeks of benefits are paid in the 
regionally extended phase. 


‘Geese pee - Hs ts 
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Weeks of insurable employment - If a person claims UI 
with between 10 and 25 weeks of insurable employ- 
ment, he/she is entitled to 1 week of UI benefits for 
each week of insurable employment. This 25 week 
period is called the initial benefit period. 

If a person claims UI with more than 25 weeks of 
insurable employment, he/she is entitled to: 


a) 1 week of UI benefits for each of the first 
25 weeks of insurable employment (the initial 
benefit period), and 


b) 1 week of UI benefits for every two weeks of 
insurable employment over 26. This part of a 
claim is called the labour force extended phase. 
There is a maximum of 13 weeks available. 
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The unemployment rate — All UI claimants can be entitled 
to extra weeks of UI if the unemployment rate is over 
4 per cent in their region. They are entitled to 2 weeks 
of UI benefits for each 1/2 per cent the unemployment 
rate is over 4 per cent. This part of a claim is called 
the regionally extended phase. There is a maximum of 
32 weeks. 
About now a few examples might help. We’ll look at 

three different cases. In all cases the people live in an area 

where the unemployment rate is 7.0 per cent. 


Example A — A claim for regular benefits is approved and | 
set up based on 18 weeks of insurable employment in 
the qualifying period. How many weeks of Ulare payable? 


1. Initial benefit period 18 weeks 
(one week of UI for each 
week of insurable employment 
— up to 25 weeks) 


2. Labour force extended phase O weeks 
(one week of UI for every two 
weeks of insurable employment 
over 26 weeks — up to 13 weeks) 


3. Regionally extended phase 12 weeks 


(two weeks of UI for every 0.5 
per cent the regional unemployment 
rate is over 4 per cent) 


Total number of weeks payable 30 weeks 
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Example B — A claim for regular benefits is approved and 
set up based on 38 weeks of insurable employment in 
the qualifying period. How many weeks of UI are payable? 


1. Initial benefit period 25 weeks 
(one week of UI for each 
week of insurable employment 
— up to 25 weeks) 


2. Labour force extended phase 6 weeks 


(one week of UI for every two 
weeks of insurable employment 
over 26 weeks — up to 13 weeks) 


3. Regionally extended phase 12 weeks 


(two weeks of UI for every 0.5 
per cent the regional unemployment 
rate is over 4 per cent) 


Total number of weeks payable 43 weeks 
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Example C — Acclaim for regular benefits is approved and 
set up based on 52 weeks of insurable employment in the 
qualifying period. How many weeks of UI are payable? 
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1. Initial benefit period 25 weeks 


(one week of UI for each 
week of insurable employment 
— up to 25 weeks) 


2. Labour force extended phase 13 weeks 
(one week of UI for every two 
weeks of insurable employment 
over 26 weeks — up to 13 weeks) 


3. Regionally extended phase 12 weeks 


(two weeks of UI for every 0.5 
per cent the regional unemployment 
rate is over 4 per cent) 


Total number of weeks payable 50 weeks 
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The combination of the weeks of insurable employment 
used to set up a claim and the unemployment rate deter- 
mine how long each claimant can collect UI benefits but 
there is an absolute maximum of 50 weeks. 

Remember there is a two-week waiting period for 
everyone. 

Because of the many variables, it is difficult to calculate 
individual benefits. To get an accurate figure, unemployed 
workers should visit their local Canada Employment 
Centre (CEC). 


Other types of Ul benefits 


In addition to regular UI benefits, special benefits are paid 
to those off work because of illness, pregnancy, (medical 
certificate required) or adoption (proof of legal adoption 
required). The maximum number of weeks of special 
benefits paid is 15 weeks. Another special benefit is a 
payment equal to three weeks of benefit and is payable 
to people upon reaching age 65. 

As an employer you should advise your employees of 
their rights to benefits under these special circumstances. 

There are also benefits for those in the commercial 
fishing industry who are self-employed, for people on 
work sharing and for those receiving job training or those 
who are participating in job creation projects. 
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Your right to appeal 


If you don’t agree with a decision by UI to pay benefits 
to a former employee you have a right to appeal. 

Our decision to pay benefits is based in part on the in- 
formation you provide on the ROE. If you indicate that 
an employee quit voluntarily, was fired or is off work 
because of a labour dispute we would tell you if we decide 
to pay benefits without disqualification. 

When you get the notice and if you disagree with our 
decision, you must write within 30 days to your local CEC 
saying you wish to appeal the decision to a Board of 
Referees. 

We have a brochure that gives you all the details of 
your right to appeal. Ask your CEC for a copy of You 
disagree?. Employees also have the right to appeal 
decisions denying benefits. 


Keeping your employees informed about Ul 


Like you, your employees have an interest in the UI 
program. 

More and more workers face the possibility of tem- 
porary unemployment at some time in their lives - 
whether it’s because of a shortage of work or due to 
illness, pregnancy, or adoption. 

We have brochures covering everything from general 
rights and obligations of claimants to special benefits such 
as illness and maternity. These brochures may answer 
most employees’ questions about regular UI benefits and 
special benefits. 

Why not get copies of these brochures from your local 
CEC and make them available to your employees? 
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Checklist of publications 


On premium reduction 
[_] Employer Guide - Unemployment insurance premium 
reduction (PN 112) 


On the Record of Employment 


| | How to Complete the Record of Employee 
(PN 327) 


How to complete the Record of Employment: 
Fishermen/women (PN 328) 


On Report on Hiring programs 
| | When you get a new job (PN 325) 


| | Tell UI who you’ve hired (PN 336) 


On payment of benefits you’d like to appeal 
| | You disagree? (PN 135) 


On the Canadian Jobs Strategy 
| | How It Benefits Employers 


WARNING 


Anyone who makes a statement to the Commission they know to be 
false or misleading about a person’s employment, their insurable 
earnings, or the interruption of those earnings, is guilty of an offence 
and is liable to a fine and/or imprisonment. 

This brochure contains general information only. When a question 
arises, the Unemployment Insurance Act and Regulations must govern. 
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Glossary of UI terms 


Agent - An insurance officer who makes decisions about 
the payment or non-payment of benefits. 


Average weekly insurable earnings — The agent, using the 
Record(s) of Employment, will take the average of 
insurable earnings in the last 20 weeks worked in the 
qualifying period (or all weeks of insurable employ- 
ment, if less than 20). 

This figure is the average weekly insurable earn- 
ings. The claimant gets 60 per cent of this (less in- 
come tax) as his/her weekly benefit rate. 


Benefit rate — The rate is 60 per cent of the average weekly 
insurable earnings, and is taxable income. 


Benefits - Money paid to claimants from the UI account. 


Disqualification — A disqualification can be imposed if 
the employee voluntarily leaves a job or is terminated 
for misconduct. 

It could be imposed if a suitable job is turned down 
when it’s offered, if the employee refuses to apply 
for suitable work, or if a training course arranged 
by our employment services is not attended. For 
reasons like these, a UI agent can prevent benefits 
being paid for up to six weeks. 


Economic regions - UI uses a number of economic 
regions to determine the variable entrance 
requirement. 

These regions are defined by Statistics Canada for 
the Labour Force Survey (unemployment rate). The 
region in which workers ordinarily live determines 
their entrance requirements. 
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Insurable employment - Jobs covered by UI are called 
insurable employment. Generally most people work- 
ing in an employer/employee relationship work in 
insurable employment. 

Each year the CEIC determines the minimum 
weekly wages that a worker must earn to be eligible 
for coverage and the maximum amount a worker can 
insure and pay premiums on. 

The minimum amount is known as minimum 
weekly insurable earnings and is 20 per cent of the 
maximum weekly insurable earnings. Your local 
CEC can tell you what the figures are for this year. 


Interruption of earnings - For regular benefits, this is the 
term we use when a worker is without work and 
without pay for at least seven consecutive days. 

For sickness, maternity benefits and adoption, 
there’s an interruption of earnings when the 
employee ceases to work by reason of sickness 
pregnancy or adoption and his/her weekly earnings 
are less than 60 per cent of his/her normal weekly 
insurable earnings. 


Premiums - UI premium rates are set every year. They 
determine the amount employers and employees 
must contribute. Every regular payday, a portion of 
an employee’s insurable earnings is deducted for UI 
premiums. The employer also contributes. 


Qualifying period - This is the term UI uses for the 52 
weeks before a claim for UI starts or since the last 
time a claimant started to claim unemployment in- 
surance, whichever is shorter. 
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Record of Employment - This is a key document that 
proves employees worked in insurable employment, 
says why they are out of work, how long they work- 

ed, and lists their insurable earnings. 
The employer must give employees one when they 
leave a job, or when they reach age 65. From this, 
UI figures out when benefits can begin and how 

much the benefit rate will be. 


Report on Hirings — A program to find people who work 
while getting UI and don’t declare their earnings. 


Regular benefits — These are generally paid to a worker 
previously in insurable employment who is without 
work, without pay, and is looking for work. (See 
special benefits.) 


SIN - This is short for Social Insurance Number. 
Everyone who works must have one. 


Special benefits — Generally paid to workers previously 
in insurable employment who are unemployed 
because they are sick, injured, quarantined, preg- 
nant, are adopting a child or have reached age 65. 
Qualifications differ from regular benefits. 


Unemployment rate — For the variable entrance require- 
ment, the unemployment rate used for each region 
is not the current unemployment rate in the area. 

It’s a three-month moving average of seasonally- 
adjusted monthly unemployment rates. It’s used to 
provide a stable basis for the variable entrance 
requirement. 


Waiting period —- Everyone must serve a two-week waiting 
period before collecting UI benefits. 
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